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TITLE 430 - STATE RECORDS ADMINISTRATOR

Chapter 8 - PRACTICE AND PROCEDURE OF THE ADMINISTRATOR

001

002

Records Management Division

001.01 The Records Management Division of the office of the Secretary
of State shall handle the routine daily paperwork and office duties of
the -Administrator, and such duties as may be required by the Board.

001.02 The Director of Records Management shall be the Director of

the Records Management Division.

001.03 A1l appropriations made for the Enforcement of Standards -
Records Management, shall be used for the activities of the Board, the
Administrator, and the Records Management Division as necessary and
proper to effectuate the purposes of the Records Management Act and the
Rules- and Regulations promulgated thereunder.’ '

001.04 A1l authorizations for expenditure of funds appropriated for
Records Management shall be made over the signature of the
Adm1n1strator or h1s authorized agent

Forms for Records D1spos1t1on

.002 01 A11 requests for records d1sposa1 wh1ch are subm1tted to the

Administrator pursuant to 430 NAC 5-002, shall be on forms provided by
the Administrator, in the general format of Form RMA 1, attached.

002.02 A1l notices of completion of records :disposition made bursuant
to 430 NAC 5-002.07, shall be on forms provided by the Administrator,
in the general format of Form RMA 2, attached.

002.03 Notice of transfer of records shall be made on forms provided
by the Administrator in the general format of Form RMA 3, attached.

002.04 Reg1strat1en of microfilm proaecfs shall be made on forms

“provided by the Adm1n1strator in the:general format of Form RMA 4,

attached.

002.05 Requests for approval of records retention and disposition
schedules.and the approva1 thereof shall. be.made on.forms provided by
the Administrator, in the general format of Form RMA 5, attached.

002.06 Renorts of reeords disposition made punsuant to 430 NAC

5-003.02, shall be made on forms provided by the Administrator in the
general format of Form RMA 6, attached.
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TITLE 430

003

002.07 Instructions for completing these forms shall be available
from the Administrator. :

Determinations of the Administrafnf”

004

003 01 The Adm1n1strator shall make all determ1nat1ons requ1red of

him by the Records Management Act and the Rules and Regulations
promulgated thereunder in writing in standard letter form, which
letter shall carry his signature and the seal of his office.

Declaratory Rulings

004.01 A petition for a declaratory ruling may be filed by any
interested person, who shall be the petitioner, with respect to the
applicability to any person, property or state of facts of any ruile or
statute enforceable by the Administrator, who shall be the respondent.

004.02 Such petition shall state the venue, the specific subject

matter, and the name and address of the petitioner; shall contain a

short and plain statement of the grounds .on which the Administrator’s
author1ty ‘or jurisdiction depends; shall contain a specific statement
averring the legal capacity of:the petitioner to-instigate the proceedings;
shall concisely set forth all material facts upon which the declaratory

-ruling is asked, p]us a:statement of the question or type of relief with

- which the pet1t1on is concerned and shal] be s1gned by the

005

petitioner.

004.03 Within 30 days after'rece1pt of the pet1t10n, the
Administrator shall issue any ruling deemed necessary and _proper, or
shall state that he will not issue a ruling.

.Promulgation, Amendment or Repeal of Rules

005.01 A petition for the promulgation, amendment or repeal of any
rule subject to the authority or jurisdiction of the Administrator may
be filed by an-interested person. Such interested person shall be the
petitioner and the Administrator shail be the respondent.

005.02 - Such petition shall state the venue, the specific subject.
matter, and the name and address of the petitioner; shall contain a
specific statement averring the legal capacity of the petitioner to
instigate the proceedings; shall state in precise wording the present
rule to be repealed or amended, or the proposed rule for promulgation,
and the reasons for such promuigation, amendment or repeal; and shall be
signed by the petitioner.
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TITLE 430

005.03 The Administrator shall receive the petition and refer it to
the Board for action at its next meeting, which shall be called within
30 days after receipt by the Administrator of the petition, and such
action shall be governed by the rules of the Board.
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STATE OF NEBRASKA
SECRETARY OF STATE
RECORDS MANAGEMENT DIVISION

Department

APPLICATION FOR AUTHORITY
FOR RECORDS ACTION

Date RMA #

Division

Title of Records.

Dates

Statutes Affecting Retention

-Volyrna . Arrangement

DESCRIPTION AND USE

AUTHORIZATION REQUESTED: ({Check one}

} a. Disposal of pl;asent accumulation of non-—current records
] b. Establish retention schedule for current records

] d. Microfiim and destroy originals

] e. Transter to Records Center or other storage

E
[ ] c. Microfilm and retain originals (For Security)
[
{
[

] f. Transfer to State Historical Society for permanent retention

SUBMITTED 8Y:

Nams of officisl Tithe .

Request Approved Denied Reason
Approved by
State Records Board - -
by

Nams Thtie

Nama Title

Name . This

- Patain blue copy et tsMporary record
' Sand ramasinlng coples to Records Mgmt.

RMA, 1 Pink Copy will be returned oy 1insl

Authorization,
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SECRETARY OF STATE _ S APPLICATION §
RECORDS MANAGEMENT DIVISION '

RECORDS COMPLIANCE STATEMENT:

This Is to certify that in accordance with the authority granted by the STATE RECORDS BOARD on Authorization For .
Records Action g dated ) .

tha following action was taken:

INSTRUCTIONS: Inciude title of records, volume, covering dates of records involved, action taken. '

If disposal action taken, please ;:omplg:e this section. Cubic feet of records destroyed:

Method of destruction: baled for waste [ );shredded | };bumed [ 1; other__._

Department : Otficia)

RMA 2
AGENCY COPY
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" STATE OF NEBRASKA
SECRETARY OF STATE
RECORDS MANAGEMENT DIVISION

TRANSFER OF RECORDS

Date . AMA#

Material received

To Archives and Records Center Room ' i Area
Oepartment e . Division

Title of Records

Dates . i : Volume

DESCRIPTION

Space released — Location

Retention period

Artaln blus copy as OMPOrary record

Department Head or Records Ofticer Send remaining copiei 10 RAecords Mgmt,
Pink Copy witl be raturned a3 finsl copy

RMaA - 3.1
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'STATE OF NEBRASKA

SECRETARY OF STATE
RECORDS MANAGEMENT DIVISION

MICROFILM PROJECT

Date RMA #

The following records are to be microfilmed in accordance with Nebraska microfilm standards -

Department __ Division

Title of Records

Dates Volume . Arrangement

DESCRIPTION AND U3E

Disposition of records after fitming: bale for waste shred return to originating department
: sent to Aschives. to Records Center. Security film
Signature . :
Oepartmant Head or Records Officer Tive
Film filed foll Numbers
Originals were
Date
AMA 4 Astain b'uo CODY 83 temporpry record

Send ramaining copies 10 Recoras Mpmt.

Plnk Copy wili &e raturned at final copy’
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REQUEST FOR APPROVAL OF
RECORDS RETENTION & DISPOSITION SCHEDULE

.- . .

SCHEDULE NUMBER

DEPARTMENT, BOARD OR COMMISSION

DIVISION, BUREAU DR OTHER UNIT

TO: STATE RECORDS ADMINISTRATOR:
STATE OF NEBRASKA
PART I - AGENCY STATEMENT

In accordance with L.B. 641, 1976 Legislature, approval of the
attached records retention and disposltion schedule by the
State Records Administrator is hereby requested. Retention
periods and dispositions have been recommended by this agency
after a careful evaluation of all factors listed in .
L.B. 641, 1976 Legislature.

SIGNATURE

[

TITLE DATE

PART II - ARCHIVAL APPROVAL

historical material has been

The attached schedule has been ahalyzed, all archival and -

properly identified, no disposition

except by transfer to the State Archives has been recommended
for such material, and this schedule is approved as submltted.

SIGNATURE

- STATE ARCHIVIST

DATE

PART IIT - APPROVAL BY STATE RECORDS ADMINISTRATOR

The attached schedule has been reviewed In acﬁordance with
L.B. 641, 1976 Legislature, and is approved as submitted.

(SEAL)

SIGNATURE

ADMINISTRATOR

DATE

[ _d
_—
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AGENCY, BOARD OR COMMISSION

RECORDS DISPOSITION REPORT

OIVISION, BUREAY OR OTHER UNIT

ADORESS -
T0:  STATE RECORDS ADMINISTRATOR
'STATE OF NEBRASKA

In accordance with LB 641, 1976 Legisiature, and the Records Retention and Disposition Schedules
approved pursuant thereto, the following action was taken: o

INSTRUCTIONS: IMCLUDE TME SCMEDOULE, SECTIOM, & ITEM WUMBERS; TITLE OF RECORDS; COVERING DATES; VOLUME; AND ACTION TAKEN.

SIGNATURE
[ 4

TITLE SATE

—

SEND ORIGINAL TO RECORDS MANAGEMENT DIVISION. RETAIN COPY EﬁiﬁYOUR RECORDS.

A 6-1

31



